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Intel T/o 12 
decencies - (all Uagaieta) 3 
Barrow sod Consultant* 


Veil timer - k 

fiKTfe tiaag 1 

Instructor* not occupied 2 

Percentage of Vacancies to foe true tor x /0 50 ft 

Cowrie* being conducted - 

All in toe Tanguagp field xk 

Xotal enrol larut 7 Q 


Average en ro llm en t per Course > j 

Minimum £ Max Una 10 

Student hour requirement on the laboratory 200 
hour# from a 2070 potential) 
faculty utilisation per reek* 


Cla—rocet Total 

Lead Ho* of lo. of 

JtBJSsm Cmre#a Student 

0 00 

0 00 

0 0 0 

2 6 

3 9 

3 85 
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cf mm (plots his secretary), this mm sod toe secretary should be twa#- 
fbarred to toe office of to* Chief - all las true tor#, 

aubjects, (^totld be carried in ace faculty group. toe chief should then assign 
SMS esr note instructors to each coitree, depending c® 'toe speciality ®f toe 


ladlTidaal and the nature of the coui-sc . 

6, a. toe ^ i « e»»gga laboratory la operated froo 7 A.M. to 8 P.M. each 

I 

day through Friday and fro* 10 A.M. to 2 P«M» each Saturday, (69 tours 

par veto:} and has 30 deaths (or aachlnea or stations), or a potential capaeity 
©f 8070 student hour# per week. The .rurreat courses produce a raqaireaeat for 
student hours of laboratory tire, plus any utilisation by self-help personnel 
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or ©there wo need to use the wacVtiacs . 

b, ysas laboratory is staffed by persouael too are on toe T/o of the 
Instructional Sendees Staff, the following schedule is in effect* 

7 A.X. - 5 F.K. (4 hour Of) 

8*30 A.X. - 5 ?*&* 

5 P.8, - 8 F.M. (3 tours Of) 

1C AM. - 2 P.M* (k tours OX) 

jparfara the aaintsaanse oa all laboratory 
epiipnent. She Saturday duty nan caapiles toe weekly report m latoratosry use 
for toe proceeding weak. Technicians on duly instruct students in toe use of 


1 aaa (frcs& I3S) 

1 asm 


r«* to© too regular sasa 



tto —frtilrrtflj provide then, on ropiest, wlto to* necessary tapes, discs end texts 
tony here sc responsibility for subject setter instruction* toey prepare 
recordings end dupUcater^oparato the motion picture w a china (about 6 files 
per reek - 1 hoar each), repair and erase tapes, record foreign broadcasts, etc. 

4. toere is a large stack of tapes, discs, texts end sets of l ang uage 
ins truction records. There is no evidence that this stock is evetr inventoried 


and no vcrtotoile record is reintained of charge oats and returns, except in 

tAPWyg* iar fe^«^3flSd^«UU 9 <aiA-Roe0ij^^i)^^^joo5ooo3-3 
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CONFIDENTIAL 

«• The present systea of staff lag totem/ m amrtSm schedule In 
tea laboratory of 22fc eleek hours Monday through Friday of every week • pins k 
hours m each. Saturday* The Saturday tins appear* to 1m unavoidable but * 
change in scheduling saoaM bo effected to eliminate 13 m work, week ever tine* 

The overtime nc?v spent (sffig f time and a half) would very nearly pay for * fall 
tSa* dark in fete laboratory to record student bourse cheek aeterlal in a ad oat, 
ooi&tala an inventory of papers, discs, -texts, Machines, etc., prepare schedules 
•oft reports, answer phones, etc . This mU relieve tee technicians of tela 
ola steal load end give team full tine to maintain the eguipoent, operate saving 
picture equipment and reproducers, shew atuden ts how to operate the desk aaoblaaa 
aoft other duties coaaatwrat* vith. their .geniality and grate* Ha^or aalpteaance, 
tefOfift tea ability or facilities within the laboratory, would be tea responsibility 
«t tea instmctiontO. Services Staff. 

f . Suggested schedule for laboratory operation Is* 

*? A.M. (Technician) 300 ?*M. 

8i 3C A.M. (Clerk ) 5sC0 ?.M. 

*11530 A*M* (Technician) 8?00 P.M. 

* Technicians to rotate shifts on a weekly or bi-weekly schedule. Saturday 
dirty, 10 A.ki’. to 2 P.A., to be rotated, as a bonus (overtime*) between tea 
two technicians If they mult it - otherwise to an operator tram tee outside 
«• at present. Further, the two technicians should be transferred w tee 
f/0 fit the School for closer' adainistarativ© and budgetary-cost control. 

- 5 - 
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6* for the wetck of dhne 12 - 10* probably representative of 

the t wa roner season, show the following laboratory use: 


Hub® tan 

35 students 

ISO student hours 

Germm 

10 students 

85 student hours 

fTssuch 

8 students 

30 student. hours 

Italian 

k students 

30 student hours 

Spanish. 

3 students 

8 fttudent hours 

Wise, 

11 students 

%5 student hears 

■ ■■'■■Sii 


language 

378 student hours 

6 Film 

7 Students 

JS 


lutai Student hours 



h* Filae used ears drawn frc» « stock la Building on loan sad 25X1 A6d 
UPS returned on schedule or an coiled for* 

7* Conclusions % 

»« The attest ca azat functions : 

Proposed aalesloa and functions of tbs School b»re bean written 
wMcii sad accurately define tee wslor responsibilities ot the School sad 

its “field of interest," 

b. gw ?/0 ; 

<1> The positions of Training Officer 03*1% 25X1 A9a 

Ssoy-Steno <SB*5 both exclusively coacemed with the adsdnlstratlon 

of external area training, should be transferred to the office of tee School 
Chief • tlisy tre currently stem as "Aren launch." 

(2) T/o for language instructor# shears ade^aate under present 
schedules - vacancies (3 positions or 50 of 3^0} should be f illed . A full 
staff * six - should handle present lead without outside assistance - except for 
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certain specialities, Loaned instructor# aed the ammr “consultant* ere not 

®* STyiae f '' ai Percentage comparisons of course hours to work 

met hours; 


Loans -fe lancorary 



*2^ 

m 

8fo course# 
Wo courses 

ao£ 





( 3 ) The laboratory technic lasts dSB positions 
•hottld be trmf CT ^ to the sctool t/c for better 
cost accuracy. 
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As additional Clerk position (possible 08*5} should be #gjed 
to the I/O for the Ubomtoy. ai» eouM he (tone »t little or no coat hy 
eonrecttog the ™>rtte »1 teat Ion t, the lebcrtUry ut would provide -~i t Tl 
administrative support m discussed shore. 

(5) *3® School T/0 should be reflected in only t«u (2) elawnn t#. 

Cmce of the Chief 
Chief 


Seputy Chief (Special Assignments) 


MniMstrative Assistant 
®r«iaiug Officer (Sxtexnnl Training) 


®eey-Staao 
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lab feciaa-tcian 

Qlm * k (proposed new position) 

Fhcalty 

All Instructors sad any ateao-elerical support. 

c« GamraX t 

(1) Work sctedules the laboratory, s ap l&l n ed abort;, (tfiould be 
adjusted to oliKlnate the preae-nt awarfciaau 

(2) A St ra inventory of latorat^ry tepee* diwee, e^cipaent, texts 
•to** should "be estabttJtwd and an arle<ju*U» system of charge in and out ahenM 
to installed* 

4. Problsatg t 

(1) Sho fast that Agency caapcnents osta&Lish reqjiireaeata fear 
courses and calculate the possible student loads* When the courses are 
organised and rewi? to he scheduled, only a vary few students are wad* availa- 
ble for the training* 

(2) f'ack of iirberest on too port at operating ccagtf®aafca la pro- 
viding qpailf led peracfw as iwtructors in certain specialities. 
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